Daniyal Sami 


House # 75 Sector 12/L Orangi Town Karachi, Pakista 75800. 
Cell# +92321-3421306 Cnic: 42401-6122004-1 Passport# BT5290042 Email: daniyalsami786@gmail.com 


Dear HRD, 


I am a Pakistani nationalist and writing to apply for the ACCOUNTS OFFICER. I have completed my 
bachelor’s degree in Bachelors in Business administration hons From Iqra University Karachi, Pakistan. I am 
a Currently Financing officer in The Salim Habib University formerly known as Barrett Hodgson University 
located in Karachi, Pakistan. My knowledge of the ins and outs of finance is vast and I thoroughly enjoy the 
work. With my experiences and background I am an excellent candidate meeting all the 


Criteria set forth in the job description. 


I have completed 6 weeks internship in State Bank of Pakistan (North Nazimabad Office) additionally work for 
Digitonics labs Ltd, Department and (SWIFT WEB digitals (PVT) LTD (Supervisor Data Extraction in Chat 
Department. What’s more, I likewise have involvement with Finance and accounts in jubilee life insurance as a 
Branch officer where I am as now working since August 2020 however I deal with Collecting and handling 
Cash, Cheque, Pay order, and other instruments And then issue PR (provisional receipt) and Deposit Premium 
on Daily Basis to the Bank, Maintain Petty Cash and it's file as well and at the end of each month, Branch 
Administration issues, Handling Emails queries regarding salary, Commission's breakups, HR, persistency, 
premium pending reports, CMD Reports etc. moreover Each Month wise closing. Digital marketing where I 
was working since January 2019 as a supervisor of Data extraction moreover During the pandemic I switched 
over to Specialty Printers PVT in Karachi, Pakistan where I was appointed as Assistant accountant, I perform 
invoice task general ledger making payments to the vendor or supplier and Clients. By the Time pass I joint to 
Salim Habib University Formerly Barrett Hodgson University Karachi as a Finance Officer. I work not only to 
deliver the best results but also try to manage in a brief and simple way in order to gain maximum results in the 
minimum time. I believe in my strength fueled with my conviction that makes me not to rest until the task is 
achieved. 

I would truly look forward to bringing these skills to the team of Sindh Mass Transit Authority. I believe you’ll 
find my credentials and personal qualities will more than meet your expectations and I’m confident. Please 
reach out at your earliest convenience to set up an interview. I look forward to meeting you and thank you for 
your consideration. 


Best Regards, 


Daniyal Sami 


Daniyal Sami 


Assistant Accounts officer (Payable Section) 


Date of Birth : June 26, 1992 
Marital Status : Single 
Email : daniyalsami786@qmail.com 


Contact : 0321-3421306 / 0312-1125018 (Mobile) 


Address: House # 164 Sec 8/L orangi town karachi, pakistan 
Postal code: 75800. 


Linkedin : https://www.linkedin.com/in/daniyal-sami-27b9551 0b/ 


Professional Summary 


Dynamic Finance and Administrator Officer with 5+ years of experience in supporting thy-to-thy operational functions to 
provide smooth-running business. Highly dependable, ethical and reliable support specialist and leader in blending 
advanced organizational,technical and business acumen. Dependable in assisting various office staff and customers 
with eagerness and attentiveness. 

Efficiency-driven with diligent approach to handling financial, employee and office records. Respectful and well-spoken 
with team members, managers and customers. Committed and motivated individual with exceptional customer service 
and decision-making skills. Strong work ethic, professional demeanor and great initiative. Willing to learn about new 
industry to better address staff and management needs. 


Academics 


Aug 2022 MBA - Finance & Supply Chain Management 
Salim Habib University formerly known as Barrett 
Hodgson University, Karachi, Pakistan 
(Progress) (18 Years of Edu) Finance+ Supply Chain 


Oct 2019 Bachelor's - Bachelor of Business Administration 
(Hons) (16 Years of Edu) 
IQRA University, Karachi, Pakistan 


JAN 2015 to OCT 2019 


Aug 2013 Intermediate - Board of intermediate Education 


City college, Karachi - 
Intermediate Commerce 
MAR 2011 - NOV 2013 


Jun 2010 Matriculation - Computer Science 


Dehli Grammar School, Karachi, Pakistan 
Computer Science 
JAN 2006 - DEC 2010 


Experiences 
June 2022 


Present 
2022 


March 2022 


May 2022 


Assistant Accounts Officer (Payable Section) 


Salim Habib University 
Formerly Barrett Hodgson University Karachi. 


Preparation of all payment Local/Import and service providers. Insuring all 
relevant docs checked and attached. 

Export Invoice, Liability Voucher, Bank Payment Voucher, receipt and 
journal vouchers on (SAP Business One) 

Ensuring Proper Tax Deduction against each payment coordination with 
procurement department for arrangement of exemption certificate from 
supplier and certificate for imported goods/items. 

Reconcile Monthly Statements of Salary, Supplies, Rent, Students fees & 
Submission of Withholding Tax Return. 

Prepare monthly Bank reconciliations and Salary Reimbursement for the 
Staff. 

Responsible for Tax working under supervision of immediate Manager. 
Perform reconciliation of Income Tax Payable Supplies Ledger and looking 
after payment of all withholdings on it. 

Statutory accounts preparation and management of external audit. 

Assist with financial modelling including Govt Sales Tax Depending on 
kind of service or supplier FBR sound knowledge of IRIS. 

Provide support for annual budgeting process. 


Assistant Accounts and Admin Officer 


Specialty Printers (Pvt.) Ltd, Karachi, 
Pakistan 


Prepare export receipt and journal vouchers on 
(BizzTrax Cloud-Based ERP Software) 

Handle Accounts 

Sales Tax 17% 3% 

Payment Voucher 

Job Card 

Slip Audit Proceeding 

Statutory accounts preparation and management of 
external audit. 

And Other Office Administrative works 


oe eae ~ Finance Accounts and Admin (Assistant Executive Officer) 


Jubilee life Insurance (Pvt.) Ltd, Karachi, Pakistan 


e Responsible for day to day treasury cash management activities including cash report, 
payments& deposit it to the Bank. 

e Preparation of audit schedules one time in a year and responsible for closure of audit 

queries. 

Using software’s i.e. MIS ATIENS to update account information. 

Processing deposits on provisional receipt. 

Statutory accounts preparation and management of external audit. 

Collecting and handling Cash, Cheque, pay order and other instruments and then 

issue PR(provisional receipt) and Deposit into bank. 

e Balancing the till at the end of the day and maintaining an accurate cash drawer 

e Using specific till technology such as registers, scanners, scales and credit/debit card 
terminals 

e Maintain Petty Cash and its file at the end of each month. 

e Perform Branch Administration Task. 


Jan 2017 - Supervisor Data Extraction in Chat Department, (Accounts and Admin officer) 


Mien Digitonics labs Ltd, Department and (SWIFT WEB digitals (Pvt.) Ltd, Karachi, 
Pakistan 


e Prepare Export Invoice, receipt and journal vouchers on (SAP Business One) and 
monthly Vendors 

e Handling Commissions Salaries. 

e Web research, browsing multiple sites, scraping the internet for required data 

searching forappropriate web sources. 

Performing general administration tasks. 

Data mining contact details: phone, addresses, emails of businesses and professionals. 

Data Analysis and regulate it to our supporting staff. 

Generating leads on daily basis. 


Jul 2017 - Internship 


Aug 2017 
ao en State Bank of Pakistan, Karachi, Pakistan 


e During this program SBP was brief about banking sector and functions of banking 
department/divisions/section of the corporations such as Cash monitoring Unit 
(CMU) Bonds 
department, Payroll department. 


Languages and Skills 


Urdu, English (Fluent - Wide Knowledge) 


Skill :sap Business One, BizzTrax Cloud-Based 

ERP Software, MS OFFICE, WORD, EXCEL, POWER 

POINT, OUTLOOK EMAILING PHOTOSHOP, (Conversational - Advanced) 
COMPUTER HARDWARE, MOVIEMAKER, SOUND 

KNOWLEDGE OFIT, COMPUTER HARDWARE, 

COMMUNICATION SKILLS, 


ADMINISTRATION SKILLS, EXCELENT VERBAL 
AND WRITTENCOMMUNICATION SKILLS. 


